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31 May i960 

FISCAL DIVISION 

Policy and Procedure Memorandum No. 5 


REFERENCES: 

■ Lstody and Control of Funds - Approving Officers 
oeurement of Supplies and Services 

- Organization and Functions - Office of Personnel 
rsonnel Policy 


A. POLICY 


“ucSref P T eBS ° Dly thOSe -tocumenta for 

contrSinf^Sj * b ? en properl y proved by a emigrated 

contracting officer or a designated approving officer. 

B. PROCEDURE 


The present procedure is amended, to ensure proper approval, as follows: 


1 . 


2 . 


h. 


5 . 


of C SrmU\ Sting ° f deSignations wil1 be maintained in each Branch 

ss.5 

to the Accountin^Branch for^etentiofiHheifSSs? 

dOGUmentB flighting vouchered funds 
"■“T ? forwarded to the Accounting Branch for ascertaining that 
proper approval is indicated thereon. Such approved doSSn^ Jm 

records^of !j th " 0bli S at i ons Approved,” recorded in the official 1 
Sr pSceLS ^ f0rWardfid to the Fiscal ^cessing Branch 

Ali documents pertaining to salaries of personnel will be forwarded 

£*£**£“■ Br8nCh f ° r ascer **ining proper approval IT 
indicated thereon and processed in accordance w?th paJrolTp^cedure. 

d f CUffl f nt f bhat require the signature of an approving 
officer will be checked in the audit process for ascertaining that^ 
proper approval is indicated thereon. ascertaining that 

All documents that do not contain the necessary signature of a 
contracting officer or an approving officer 

individual who has not been designated, will be forwarded to the 
responsible Agency component for proper approval. 
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The above procedure will be effective 1 June i960. 



Chief, Fiscal Division 
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